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Education Welfare Service Request to issue a Penalty Notice for irregular attendance
THIS FORM IS NOW ONLY FOR USE FOR IRREGULAR ATTENDANCE
For termtime holiday penalty notice requests please complete the online PN request form
School Name:
Contact name and email:
1. This Penalty Notice Request is being requested following
Unauthorised absence of 10 or more unauthorised sessions within last 10 weeks
Requests will only be considered where Early Help (support from school/or external agency) and Attendance Contract have been offered and a Notice to Improve letter has been sent to parents– see Section 4
2. Please complete the following
On behalf of the above named school, I certify that Pupil Name (enter dob), Address, Town, Postcode is a registered pupil in Year (NCY) and between the dates of (Enter date) and (Enter date) they accrued Number of Sessions of Unauthorised Absence.
3. Details of persons to be issued with a penalty notice
(this may be natural parents, stepparents or partners who had ‘day to day care’ at the time of the unauthorised absences) do not include parents who you do not wish to receive a penalty notice
	Parent 1 TITLE FORENAME SURNAME
	 Parent 2 TITLE FORENAME SURNAME

	Address If Different from above
	Address If Different from above

	Town
	Town 

	Postcode
	Postcode

	Phone no
	Phone no

	Relationship to pupil: 
Day to day care (Y/N): 
	Relationship to pupil: 
Day to day care (Y/N): 


4. Additional information to support your request 
Has Early Help support been offered/made to parent/s – by school/external agency
☐Yes – Details required/support offered/referral made to external agency
[bookmark: _Hlk189233427]☐ No  – If no you will need to offer before PN request will be accepted
☐ Refused – Details required
[bookmark: _Hlk189233467]Has an Attendance Contract been made?
☐ Yes – Please attach
[bookmark: _Hlk189233369][bookmark: _Hlk189234910]☐ No – If no you will need to offer before PN request will be accepted
☐ Refused – Details required – reason for refused/parent/s did not attend
Has a Notice to Improve Letter been sent? 
☐ Yes – Please attach 
☐ No – If no you will need to offer before PN request will be accepted

5. Declaration
I confirm that the details contained on this form are true to the best of my knowledge and that it has been extracted from the school’s current records, including the attached registration certificate. I understand this form and other information may be used as evidence should the penalty notice be unpaid and the case proceeds to prosecution.
	Signed
	


	Name
	

	Designation
	

	Date
	


Has a previous penalty notice been requested since September 2024?
Has it been paid? YES/NO
 IF no please do not request another discuss with EWS regarding action
Has the young person moved into North Somerset/or at a Previous School outside NS since September 2024: 
☐ Yes – Please give previous School/Local Authority
Are you aware from their previous school if a Penalty Notice has been issued for irregular attendance/or a prosecution (as under new guidance we need to check this):
[bookmark: _Hlk189235468]☐ Yes  – Please give previous School name/Local Authority
☐ Don’t know

Supporting Information Is required to process any penalty notice requests (See below). Please also refer to the North Somerset Penalty Notice Code of Conduct.
Checklist
	Before submitting a Penalty Notice Request, please ensure you have attached the following documents. If the appropriate information or evidence is not provided, the Education Welfare Service may refuse to issue a penalty notice.
Irregular Attendance

	1. Up to date registration certificate (only for offence period of up to 10 weeks)
2. Supporting documentation from Section 4.
 (Early Help Support/Referral/Attendance Contract/Notice to Improve)
3. Penalty Notice Warning Letter sent to parents (individual letters to parents)




The Headteacher or named representative should submit this form with the supporting documentation by email to ewsreferrals@n-somerset.gov.uk
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